Module 3
Phase 2: Create Your IDP
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Time spent in planning prepares the groundwork for a realistic and worthwhile IDP.
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This module will review all of the steps involved in creating
your IDP.

You will learn how to:

= Navigate to the IDP in SATERN

= Create a new plan

= Enter plan information

= Add goals to your plan

= Add development activities to your plans
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To Add a Co

When you log in to SATERN, your Personal tab will

display.

= If you have a coach or mentor that you want to review your IDP,
click on the Profile section of the Personal tab:

(1)

Personal

Horme

Approvals

Gnﬂle

>

Skills

My Communities

-~

Click Profile.

o management systerm. The Systern for Administration,
34 (SATERM) provides simplified one-stop access to
(1o support learning and development.

System for Administration, Training, and Educatio
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To Add a Coach or Mentor (cont.)

1. Click on the pencil icon (!« ) to add or change your Coach/Mentor
2. Click on the yellow Employee Information box to edit
3. Browse to find your coach/mentor, select, and click Save

Edit Employee Information |

*Required Field(s)

Supervisor Q, ' crsteele
Organization O =l
@ Coach/Mentor Q, ' dcconrad
Supervisor By-pass Flag: [1]

ntancel
Employee Information - ®_‘O

User ID: ffmyers @
Employee Type: Civil 3ervice Employee
Supervisor: CINDY R STEELE
Organization: HQ-LEDOOD

Prepare Create »| Finalize Manage
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= Check your supervisor to ensure it is the correct one.
= |f not, correct and set the Supervisor By-pass Flag to Y (Yes)

Edit Employee Information |

* Required Field(s)

Supervisor

Organization &, TAG-LEDDD
CoachiMentor Q, | deconrad
s> Supervisor By-pass Flag: | v
N (No)
Y (Yes)

Save Cancel

Employee Information

User D jfmyers
Employee Type: Civil Service Employee
Supervisor: CINDY R STEELE
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Navigate to ID

You will find the IDP under the Career tab, which is located
in the center of the SATERN navigation bar.

Welcome Jennifer Myers | Home | Search Catalog Q) | @ Help | s Logout

l Personal Reports

Aszsessment Histony

Welcome Jennifer Myers

10/14/2009 Wiew Your Competencies C“Ck Cal‘eel‘, then IDP

Welcome to SATERRM, MASA's official learning management system. The System for Administration,
Training, and Educational Resources for MASA (SATERMN) provides simplified one-stop access to
high-guality training products and processes to support learning and development.

You have no alerts at this time.

SATERM provides deskiop access to training enrollment and continuous learning far the NASA
workforce, Find out mare information on the SATERN Informational Weh site or contact your Center

training office. Catalog
View all available instructor-led items»
For assistance, contactthe MS3C Contact Center at 1-877-NSS8C-123 (877-677-2123) ar View all available online items»

MASA-satern.supportiE@nasa.goy.

Browse Catalog»

Ea

The View Your Competencies selection allows you to view your comﬁetency assignments from
NASA’s Competency Management System (CMS).
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Create a New Plan

Now that you have navigated your way to the IDP, it is
time to create your plan.

IDPs

Personal

There are no IDPs availahle

Learning

Below is a list of all your IDPs. Ta view an IDP, choose the View IDP option for that IDP. If you have permission and the IDP is editable, choose the Edit IDP option far that IDP. If you have permission and youwant to begin
the process of creating a new IDP, choose the Create New IDP option.

Welcome Jennifer Myers | Home | Search Catalog Q[ @Help| = Logout

System for Administration, Training, and Educational Resources for NASA

Career Catalog ‘ Reports ‘

@

Create

Prepare

v

Finalize

Manage
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Enter Plan Information

_.'.30-. A
1 |

The IDP system requires that you provide some
information about your new plan.

= This information will help you find your plan in the future and
make sure your plan is active on the correct date.

Create |[DP

Yaou have chosen to create a new |IDP. Enter the overall details foar this IDP and select Add to create the IDP.

: * IDP Title: [Systems Engneering '| IDP Title and IDP Period are the
* IDP Period: | | Select Clear only two required fields.

IDP Purpose: |
Effective Date: | |
(MMM Dy )
| |

Expiration Date:
(MM Ay )

The IDP Title should be intuitive, so that others (e.g., supervisor, coach) can identify this plan.

Prepare Create »| Finalize Manage
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Enter Plan Info rmatlon (cont.)

Standard date periods are provided for selection:

'@ Date Periods > - Mozilla Firefox N [=]5|

https: ffnasa58.apehosting. complateausearch/finitSearch. do?searchType=08&selectorMame =DatePeriod &stackID: ’f:f’ |

Create IDP

You have chosen to create a new IDP. Enter the overall details for this IDP and select Add to create the IDP.

IDP Information

* [DP Title: Systems Engineering |
* IDP Period: @
IDP Purpose: |

Effective Date: |
(MDD YY)

Expiration Date: | |
MDD YY)

Date Periods | Search | Help |

> Search Results

1 —

View ltem Results

Records per Page _ {5 total records)

O Click Select.

The IDP Period is the time period
during which you intend to reach the
goals on the plan.

i
o

CY 2010 Calendar “ear 2010
Leadership Programs Fy Leadership Programs - Fiscal vY'ear 2010

2010
Py 2009 - 1 Year Performance 'ear 2008 (1 year)

i
3

Py 2009 - 2 year Performance Year 2009 (2 vear)
Py 2009 - 3 year Performance Year 2009 (3 year) Select
Records per Page | 10 [#] (5 total records)
@ Click Select on
applicable Date Period.
Dane nasa58. gpehosting. com L}

Ask your supervisor or Center Training Office if a certain date period is required.
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Finish creating your Plan:
= Confirm or change the Effective and/or Expirations Date/s.
= Click Add when finished.

Create |DP @

You have chosen to create a new IDF. Enter the averall details for this IDP and select Add to create the IDP.

* IDP Title:  |Systems Engineering |
* IDP Period: |Perforrnance Wear 2009 (1 year) |Selec{ Clear

s I;Efzuﬂpnf””m e '_ Effective Date and Expiration
(MMIDDAYYY) | | Date will automatically fill, based

Expiration Date: ~ |4/3072010 e .

P DD on the selected IDP Period.

Click Add. -

IDPs created before December 2009 will not have date periods, only expiration dates.

National Aeronautics and Space Administration
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Enter Plan Information (cont.)

Let us quickly review:
= |f applicable, you added a Coach/Mentor to your profile

= You created a new plan that contains the necessary plan
information: IDP Title and IDP Period.

Your Plan Information is complete.

My IDPs and Goals @

The details of this IDP are shown helow. You may add or edit goals to the IDPs. vou may add or edit suppoding activities forthaze goals. You must submit the IDP far approval. Once your IDP is approved
by your supervisor, you will be allowed to update the status of goals and activities. ¥ou may view or add notes to this IDP at any time. To select another IDF, hover your mouse over the image by the side of
the current IDP title and select a different IDF. If you have heen designated as a Coach, you may view, update, or add other users' IDPs.

* = Reqguired Fields

IDP Title : Systermns Engineeting (Select IDP Period : [Performance Yesr 2009 (1 year) | Select | Clesr
Cther IDP)
+ [DP Title : |S\,r's13ms Engineering | IDP Purpose : |T0 zupport & shift to systems engin#
IDP Status : Draft Version :
Fffective Date: [5/1.2009 |* Expiration Date: [4r30:2010 |
Lizt all IDPs Wigw fidd Motes Sane Submit for Approtal
Prepare Create »| Finalize Manage
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= You need to have at least one goal with at least one activity for each
goal to submit your IDP for approval

= |f you created IDPs previously in SATERN, you will be able to copy
goals and activities from your other IDPs:

Create IDP @l

You have chosen to create a new IDP. Enter the overall details for this IDP and select Add to create the IDP.

IDP Information

+ IDP Title: |
* IDP Period: |select Clear
IDP Purpose: |
Effective Date: |
(MMIDDMNYYY)
Expiration Date: | |
(MDD

g ——
Copy Goals and Activities from Active IDP

SelectAll7 Deselect All

Goal Mame Goal Description Target Date Cormpetency IDP Area Complete ~ Percent Toward Target Select
Related
Systerns Engineering 91312010 Yes Development Mo O
0.00%
] B
Current:0 Target:
Human Capital Management 1230z Yes Development Mo H
0.00%
o
Current:0 Target:
Bioengineering 12952010 Yes Development Mo H

Current:0 Target

National Aeronautics and Space Administration
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IDP Flow Chart

Goal Name

Goal Name

Target Rating

Target Date

Target Date

Goal Category

Section ID

Section ID

Priority

Development Activity

s

Activity Name

Target Date
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Development Activity

Activity Name

Target Rating

Target Date

Target Date

Q

Activity Name

Target Rating

Target Date

Priority




COMPETENCY-
BASED

Goal Name

Target Rating

Target Date

Section ID

Development Activity

s

Activity Name

]
Target Date

Activity Name

Goal Name

Target Date

Goal Category

Section ID

Priority

Development Activity

Activity Name

Target Rating

Target Date

Target Date
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Add a Comp

o= |
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NNg!
etency-Based Goal

The next step in creating your plan is to add goals.

There are two types of goals: competency-based
goals and non-competency-based goals.

In the next several slides, you will learn how to add a
competency-based goal to your plan.

Prepare Create »| Finalize Manage
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Add a Competency-Based Goal (cont.)

The intent of a competency-based goal is to build skKills
%r IVclalgvelop expertise in a NASA competency from the

My IDPs and Goals ]

The details of this IDP are shown below. You may add or edit goals to the IDPs. You may add or edit supporting activities for those goals. You must submit the IDP for appraval. Once your IDP is approved
vy your supervisar, you will he allowed to update the status of goals and activities. You may view or add notes to this IDP at any time. To select another IDP, hover your mouse over the image by the side of
the current IDF title and select a different IDP. Ifyou hawve been designated as a Coach, you may view, update, or add other users' IDPs.

* = Required Fields

IDP Title : Systerns Engineering (Select IDP Period : [Performance vear 2009 (1 vear)  |Select | Clear
Cther IDP)
+ IDP Title : [Systeme Engineeting | IDP Purpose :|To support & career shitt to systemd
IDP Status : Draft Version :
Effective Date:[5//2009 |* Expiration Date: [4/30:2010 |

Print IDP =t all IDPz A Fhdd I 2 submit far Approval

Development B=rzonal

Group By: Field Ch

There are no goals on this IDP area. Please add new goals by clicking the New Goal button.

Click New Goal in the
Development tab.

Prepare Create »| Finalize Manage
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Add a Competency-Based Goal (cont.)

Use the IDP Goal Wizard functionality to create
competency-based goals:

Add Goal to IDP
« Back

You have chosen to add a goal to your Plan. Enter the details for the goal below or use the Goal Wizard, then choose Save to add the goal ta your plan. Ta cancel, choose the Back aption.
You can fill outthe Goal Details section below to add an ad-hoc Goal. [fyou would like instead to add Goals based anyour competencies, add goals for & targeted job position , copy goals fram ather plans ar even to
adopt another user's Goals then use the Goal Wizard

Systems Engineering

IDP Period: Py 2009 - 1 Year

IDP Purpose: To support & career shiftto systems engineering
Expiration Date: 4/30/2010

Effective Date: 5/1/20049

Click Goal Wizard.

National Aeronautics and Space Administration




Add a Competency-Based Goal (cont )

The first thing you will be asked to do is to select your
Goal Type.

Selecting Competency will allow you to search the
CMS dictionary and choose a CMS competency on
which to base your goal.

Select Add Competency
Related Goals.

Click Next.

Prepare

Create

»| Finalize

Manage
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When you choose a competency-based goal, you will
search the CMS by entering Keywords.

You can choose to:
= Search from all Competencies within the CMS catalog
= Show Only Competencies Assigned to You: this includes
competencies assigned to your job ID and competencies
you have added to your CMS profile
= Show Competencies Assigned to Job Position: this
includes competencies related to a specific job 1D

0 Enter the Keywords you wish to
® search for and select your category.

Enter kevwwards to search for a competency.

Keywords: |systems enginesring [ Exact Phrase
@ Search from all Competencies
C Show Only Competencies Assigned to You @

Click Next.

O Show Competencies Assigned to Job Position
O Not Applicable
© Not Applicable

Prepare Create »| Finalize Manage
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Add a Competency-Based Goal (cont.)

When the keyword search returns selections, choose
the best fit:

Goal Wizard @

Choose Goal Type «Search Competencies . Select Competencies

The list helow contains the results from your competency search. Selectthe competency or competencies you wish to add as goal(s) to your IDP to continue, or choose Previous to go back and modify yvour search
criteria.

Keywords: systems engineering
Exact Phrase: Mo

Your Competencies Only: Ao

Job Position: (none specified
Subject Area: (none specified)
Competency Profile: (none specified)

Competency Search Results

Competency Description Current Assessed Rating Reguired Rating
Computer Systems and Engineering .0 4.0

. Current1.0 Reqg:l
Click Next. |——+—,
Current1.0 Reg

Systermns Engineering

Systermns Integration Engineering 0.0

Select All/ Deselect All

@ Click to Select.

Prepare Create »| Finalize Manage
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In order to finish adding this goal, you need to enter Goal
Details.

There are four required fields:

= Goal Name will default to the competency name, but you can
rename it if you wish

= Target Rating should always be listed as “1”
= Target Date is the date by which you want to achieve the goal
= IDP Section ID is the time range to achieve the goal

Confirm or enter the required goal information.

e =
Select All / Deselect All
Goal Details
Competency Goal * Goal Mame Last =Target Stretch *Target Date =|DP Section 1D Priority Selectto Create
Mumber Assessment Rating Rating (MRVDD ) Add Activities
{1000} {1000}
Systems | | |System3Engineering 0.00 1 vl vl | | |—P|BESB Select One — [1” | O
Engineering
Select All/ Deselect All
You can set the Priority after you Save the Goal by clicking Edit.
Prepare Create »| Finalize Manage
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IDP Section ID

You can create short-, mid-, or long-range goals, though
you are not required to have all three in your plan.

= Begin with adding a Short-Range Goal. This is a goal that you want
to achieve within the next year.

Select IDP Section ID.

National Aeronautics and Space Administration

*|DP Section ID

SHORT-HANGE GOALS: 1 YEAR

— Pleaze Select One —

SHORT-RANGE GOALS: 1 YEAR
MID-RANGE GOALS: 2 - 4 YEARS
LONG-RANGE GOALS: 5 YEARS AND BEYOND




Add a Competency-Based Goal (cont.)

Once you have completed your goal information, click
Done.

Click Done.

* = Required Fields Previ us ave and Add Another

Select All/ Deselect All

Goal Details |
Competency Goal = Goal Mame Last *Target Stretch =Target Date =|DP Section ID Priority Selectto Create
Mumber Assessment Rating Rating (MDD ) Add Activities
(1000} (1000}
Systems | | [systems Enginesring 0.00 1]>] ] [0s/30/2008 | [ SHORT-RANGE GOALS: 1 YEAR [v] | | O
Engineering

Select All / Deselect All

National Aeronautics and Space Administration



Add a Competency-Based Goal (cont )

Let us quickly review:

= You searched the CMS dictionary for a competency on
which to base your goal

= You entered the Goal Details required by the IDP tool,
including the Section

i Section | w

¥ Section Name: SHORT-RANGE GOALS: 1 YEAR(1)

Goal Name « Target Date Friarity Fercent Toward Target . Remaove
I Systems Engineering 9/30/2009 0.00% View/ Add Notes | @

oo
Current0 Target: Maove Goal |

Edit |

You have now completed the addition of a
competency-based goal.

Prepare Create »| Finalize Manage
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Catalog Item

Goal Name

Target Rating

Target Date

Section ID

Development Activity

Catalog
Iltems

Activity Name

]
Target Date

Activity Name

Goal Name

Target Date

Goal Category

Section ID =

Priority

Development Activity

Activity Name

Target Rating

Target Date

Target Date

National Aeronautics and Space Administration
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In order to reach your goals, you will need to engage in
some kind of expertise or skill-building activity. In the
IDP, these are called Development Activities. The
IDP tool requires that you add at least one such
development activity to each goal.

There are many different types of development
activities, including, but not limited to:
Coursework
On-the-job training

Attending professional conferences

Prepare

Create

»| Finalize

Manage
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Add a Catalog Iem (cnt.)

In the IDP tool, development activities fall into two
categories:

= (Catalog ltems: consist of SATERN catalog items

= External Activities: include everything else

In the next several slides, you will learn how to add catalog
items to your plan.

National Aeronautics and Space Administration
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Add a Catalo

goal.

0 Iiem (cont.)

Go back to the goal you have just created.

Notice the » symbol next to the Goal Name.
Clicking this button will open up the activities section for this

'S stems Engineering

¥ Section Name: SHORT-RANGE GOALS: 1 YEAR(1)

Goal Hame «

Click the » symbol.

Prepare

Create

»| Finalize

Manage
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Add

The activity menu will drop down below the goal.

bt

a Catalog ltem (cont.)

R ——
s |

¥ Section Name: SHORT-RANGE GOALS: 1 YEAR(1)

¥ Systems Engineering

P Details
¥ Activities (0)

Goal Name «

There are no activities specified for this Goal.

Target Date Priarity
9/30/2009

Percent Toward Target

0.00%
oo
Current:0 Target

Remaove
ViewAdd Notes | B
Move Goal |
Edit |

Add Activity W

Click Add Activity.

Prepare

Create

v

Finalize

Manage
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You will be asked to select a development activity type.

Selecting Search for Activity will allow you to search the
SATERN catalog for applicable development activities.

o

{

Search for Activity  |)
| o |

Select Search for Activity.

Prepare

Create

»| Finalize

Manage
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At this point, you may search the entire SATERN
catalog for items that will help you achieve your goal.

You can search using any of the following criteria:

= Keywords — Including SATERN course title and
description

= Competency — Only technical and business competencies
from the CMS dictionary have been assigned to learning
items

Learning Item Activity Search

ltem Type: Instructor-Led Online Other Blended (Select one ar more)

Keywords: | | [ Exact Phrase
Cnmpetency: |Exa-:1 Match V| |Systems Engineering |

Rating: | Mirimum v/ | |

Do not use Rating as a search criterion.

Prepare Create »| Finalize Manage
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Add a Catalog Item (cont )

This example shows a search for SATERN catalog items
by competency.

If you are adding a catalog item to a competency-based
goal, the competency-based goal will automatically
appear in the Competency field.

Learning Item Activity Search

Item Type: Instructor-Led Online Other Blended {Select one ar more)
Keywords: | | [] Exact Phrase
< Competency: |ExactMstch % | [Systems E@ |

Rating:

| Miniirmim |

After you have entered your
search criteria, click Search.

For a broader search, you may need to remove the competency that populates automatically.

Prepare

Create

»| Finalize

Manage
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Add a Catalog ltem (cont.)

Be aware that competencies have not been assigned to
all learning items.

If you perform a search based on a competency, it is
possible that the results may not show all relevant
courses, and you may wish to broaden your search.

After you have selected
your items, click Add.

Item Search Results

Title = = bl Rlund Select
ADVANGED METHODS OF SYSTEMS ENGINEERING @ Select the desired item/s. ee———
A0 ARCED SATELLITE TOOL KIT T T T |:|
CREA LAUMCH WEHICLE [CLY) SYSTEMS EMNGINEERIMNG AMD DESKGH Systermns Engineering {13 |:|
IMTRODUCTION TO SATELLITE TOOL KIT Systermns Engineering {13 ]
L SATELLITE CORMBUMICATISN SV ETEMS EMNGINEERIMG Systermns Engineering (1) |:|
Tl PRIR & W E R Systems Engineering (1) F
PRIMANERS PR 102- BASIC PROJECT MANASGEMENT Systermns Engineering (1) |:|
RECILIREMEMTS b AGEMENT IR CRADLE Systems Engineering (1) F
SPACE LAUMCH ARD TRAMEPCORTATICON S% STEMS Systermns Engineering (1) |:|
SPACE MIZSION EXCELLEMCE PROGRAM ORIEMTATION Systermns Engineering (1) |:|

Records per Page Page: 1 2 «FPrevious | Hexts (13 total recaords)

Select AllY Deselact All

Prepare Create »| Finalize Manage
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At this point, you are able to enter Development
Activity Details:

Name «

ADYANCED METHODS OF SYSTEMS ENGINEERING

Due Date Type Priority
9r30i2010 Catalog fem

To change the activity details,
click Edit.

Target s Stretch

Remove

Wiew fadd '@
Motes

Wigw Item
Details

There are two required fields:

= Activity Name will default to the item name, but you can expand it
to be more descriptive if you choose

= Target Date will default to the plan expiration date, but you can
change it to any date by which you want to complete the activity

Name «

ADVANCED METHODS OF SYSTEMS EMGINEERING

Due Date Type Priarity

Target f Streteh

araorzotn Catalog itermn

Confirm or enter the required activity information.

Remove

Wiew fadd Motes '@

Wig |Tem
Details

National Aeronautics and Space Administration

+ Activity Name: [0 ANCED METHODS OF S STEMS ENGINEE] Priority: | v|
Related ltem: ADWANCED METHODS OF SYSTEMS ENGINEERING
* Target Date: [3iznz010 |
(MDD Y YY)
Prepare Create »| Finalize Manage




You are also able to add a Priority for these activities:

1- High: Focuses on development directly related to your
current job assignment, technical and/or job-specific skill
sets, and support organizational goals

2- Medium: Necessary to accomplish organizational mission
objectives, or needed to carry out your job responsibilities

3- Low: May or may/not be directly related to your current
job description, but will appreciably improve your skill set

Priority: |

1 - HIGH (Directly related to current assignments)
2 - MEDIUM (For mizsion objectivesfob regquirements)
3 - LOW (mprove skill setimay not be current jok)

Enter the Priority level for these items.

Apply Changes I Cancel

Once you have entered your activity
details, click Apply Changes.

Prepare

Create »| Finalize Manage
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Let us quickly review:

= You searched through the SATERN catalog for items related to
your competency

= You entered the development activity details required by the
IDP tool

= You assigned a priority level to your development activity

You have now completed the addition of a catalog
item development activity.

Goal Name Target Date Priarity Fercent Toward Target . Remove
¥ Systems Engineering 302010 0.00% i /idd Notes | a
DCurrent:D Target:10 paelaoo! |
Edit |
P Details
¥ Activities (2) Add dctivity W
Name & Due Date Twpe Briority Target! Stretch . Reamave
ADVANCED METHODS OF SYSTEMS ENGINEERING 930/2010  Catalog tem  Improve skill set'may not be current jab i dd a
Motes
Edit
Wiew [tem
Details
Prepare Create »| Finalize Manage
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Goal Name

Target Rating

Target Date

Section ID

Development Activity

s

Activity Name

]
Target Date

Activity Name

NON-COMPETENCY-
BASED

Goal Name

Target Date

Goal Category

Section ID

Priority

Development Activity

Activity Name

Target Rating

Target Date

Target Date

National Aeronautics and Space Administration
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Now you have created a competency-based goal and
added catalog items from SATERN to support your
achievement of that goal.

You also have the option to add goals that are not
based on competencies.

In the next several slides, you will learn how to add a
non-competency-based goal to your plan.

Prepare Create »| Finalize Manage

tics and Space Administration




Click New Goal.

Prepare Create »| Finalize

Manage
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Add a Non-Competency-Based Goal (cont.)

Now you are ready to complete the details of your goal.

Add Goal to IDP )]
« Back

You have chosen to add a goal to wour Plan. Enter the details for the goal helow or use the Goal Wizard, then choose Save 1o add the goal to your plan. To cancel, choose the Back option.
You can fill outthe Goal Details section below to add an ad-hoc Goal. Ifyou would like instead to add Goals hased on yvour competencies, add goals for a targeted job position , copy goals from other plans or even to
adopt another user's Goals then use the Goal Wizard

Systems Engineering

IDP Period: FY 2008 - 1 Year

IDP Purpose: To support a career shift to systems engineering
Expiration Date: 4/30/2010

Effective Date: 5/1/2009

* = Reguired Fields

Goal Details

Goal Type: Other

GoalNumber: | |

* Goal Mame: |

Goal Description: Target Value: | |
(1000

Stretch Value: | |
(1000

Goal Category: | -
* Section: |--Please Select One - v
Prepare Create »| Finalize Manage
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First, add the Goal Name and the Goal Description:
= Goal Name is the name you choose to give this goal

* = Required Fields

Goal Type: Other

Goal Mumber: |

/ * Goal Hame: |Develn:|p peaple managemert skills

Goal Name is a required field.

Prepare Create »| Finalize Manage
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You are also able to select a Goal Category to provide an
optional means of grouping goals:

Goal Category: iv]
* Section:

ACADEMIC (Related to academic activity)
LEADERSHIP_DEVELOPMENT (Build capacity to lead, direct or manage)

Select Goal Category

OTHER (Mo other category applies)
PERSONAL GROWTH_& DEVELOPMENT (For individual or perzonal development)
PROFESSIONAL _DEVELOPMENT (For career advancement or enhance =kills )

(Optional).

l
Academic Goals — Goals that identify or relate to an academic activity.

Leadership Development Goals — Goals that identify or relate to a capacity to lead, direct, or
manage.

Other Goals — Goals that do not readily identify or relate to Academic Goals, Leadership
Development Goals, Personal Growth and Development Goals, or Professional Development
Goals.

Personal Growth and Development Goals - Goals that identify or relate to individual or self
improvement.

Professional Development Goals - Goals that identify or relate to career advancement or
progress aimed to enhance knowledge, skills, or abilities.

Prepare
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Add a Non-Competency-Based Goal (cont.)

A

You can create Short-, Mid-, or Long-Range goals, though
you are not required to have all three in your plan:

#

Section: [— Please Select One — iv] Add a Section.

— Pleaze Select One —
SHORT-RAMGE GOALS: 1 YEAR
MID-RANGE GOALS: 2 - 4 YEARS

LONG-RANGE GDALS: 3 YEARS AND BEYOND

Short-Range - Goal you plan to achieve within the next year

= Often focus on development related to your current job assignment or
technical/job specific skills needed now

Mid-Range — Goal you intend to achieve in 2-4 years

= Often development objectives important for _?rowth within your
present position or for developing a new skill or area of knowledge

Long-Range — Goal you wish to achieve in 5 years and beyond

= Often development goals that reflect career aspirations, taking on greater
responsibility, or moving to a new area of work

Prepare
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y-Based Goal (cont.)

A

You are also able to add the Priority for this goal:
Priority: = | ]

* Target Date:
Target Value:

Stretch Value: |

(10007

1 - HGH (Directly related to current azssignments)
2 - MEDIUM (For mizzion objectivesfob reguirements)
£1000) 3 - LOW (Improve skill zetfmay not be current jokn)

Select a Priority (Optional).

1 - High — Development necessary and directly linked to job
assignments, job-specific skill sets, and will likely lead to improved
job performance and ability to accomplish mission objectives.

2 - Medium — Necessary to accomplish organization strategic goals
and objectives, not directly needed to perform job responsibilities,
but would improve and enhance job performance.

3 - Low — The development activity supports goals not directly related
to your current job description, but will appreciably improve your skill

seft.
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Finally, select your Target Date:

n

t.),,

Target Date is the date by which you want to achieve the goal.

* Target Date: |nossocz0n3

Set a Target Date, considering
the Section selected.

Prepare
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Add a Non-Competency-Based Goal (cont.)

Let us summarize the required fields of our goal to Develop
people management skKills:

= Goal Name

= Section

= Target Date

* = Required Figlds

Goal Details

Goal Type: Other 57 ve and Add Another

Goal Number: |
* Goal Name: |Develc||:| people management skills

LOW (Improve skill =et/may not be current job) [ll

: [oa3ne013 |

get Value:
{1000}

Stretch Value: | |
(1000}

Goal Description: |l would like to transition into a leadership/management role.
Uttimately, | would like to become a Team Lead.

Goal Category: |LEADERSHIP_DEVELOPMENT (Build capacity to lead, direct or manage) »
* Section: |MID-RANGE GOALS: 2 -4 YEARS [1] Wh .
en complete, click Done.
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Add a Non-Competency-Based Goal (cont.)

You have now completed the addition of a non-
competency-based goal:

Group By: |EECulbd

¥ Section Name: MID-RANGE GOALS: 2 - 4 YEARS(1)
Goal Name « Target Date Priority Percent Toward Target . Remove
¥ Develop people management skills 3012013 Imprave skill set/may not be View/Add Notes | [x]
current job
Move Goal |
Edit |
Prepare Create »| Finalize Manage
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External ctivitie f

Goal Name

Goal Name

Target Rating

Target Date

Target Date

Goal Category

Section ID

Development Activity

s

Activity Name

Target Date

Section ID

Priority

Development Activity

Activity Name

Activity Name

Target Rating Target Date

Target Date

National Aeronautics and Space Administration

External
Activities

Activity Name

Target Rating

Target Date

Priority



SATERN catalog items are an effective way to build
skills, but there are many other options available,
including, but not limited to, academic courses,
professional conferences, and seminars.

In order to add non-SATERN-based development
activities to your plan, you will add External Activities.
In the next several slides you will learn how to add
such external activities to your plan.
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Add an External Activity (cont.)

Go back to the goal you have just created. Notice the
» symbol next to the Goal Name.

= Clicking this button will open up the activities section for this

goal.
Goal Name Target Date
e'u'elnp people management skills 8302013
Click the » symbol.
Prepare Create »| Finalize Manage
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Add an External Activity (cont.)

The activity menu will drop down below the goal,
allowing you to add an activity.

Goal Hame & Target Date Friority Percent Toward Target . Remaove
¥ Develop people management skills Q3002013 Improve skill set'may not be View/ Add Notes | ﬂ
current job
Move Goal
Edit:

¥ Details
¥ Activities (0) Add Activity W
There are no activities specified for this Goal.

Click Add Activity.
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Add an External Activity (cont.)

You are now able to Create New Activity or Search
for Activity:
Create a New Activity will allow you to create a development

activity that is not in the SATERN catalog.

/1

Select Create New Activity.

Create Mew Activity
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Add an External Activity (cont.)

In order to finish adding this activity, you need to enter
the development activity details.

For an external activity, there are two required fields:

= Activity Name should describe the activity in enough detail
for a reviewer to understand

= Target Date is the date by which you want to achieve the

activity |

Add Activity - Develop people management skills

* = Required
Activity Type : External Activities (Activities Mot in the Catalog s

Courses, Conferences, and Seminars)

Enter the required activity
information, along with any other
information you would like.

*  Activity Mame : |Leadership Development Assignment (

* Target Date : [5302013 | A
(MDD )

Priority : |

Target Value : | |
{10007

Stretch Value : | |

(1000)

Prepare

Create

Finalize Manage

Target Date will default to the
plan expiration date, but you can
change it to any date by which
you want to achieve the goal.
This date does not need to match
the expiration date you entered
for the plan.
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You are also able to add a Priority for this activity:

Priority:
Target Value:
(10007

Stretch Value :

E HEYS

1 - HIGH [(Directly related to current assignments)
2 - MEDIUNM (For mizzion objectivesiokb requirements)
3 - LOv (Improve skill zetimay not be current jok)

Enter a Priority level for this activity
(optional).

1 - High — Development necessary and directly linked to job assignments,
job-specific skill sets, and will likely lead to improved job performance

and ability to accomplish mission objectives.

2 - Medium — Necessary to accomplish organization strategic goals and
objectives, not directly needed to perform job responsibilities, but

would improve and enhance job performance.

3 - Low — The development activity supports goals not directly related to
your current job description, but will appreciably improve your skill set.

Prepare Create

»| Finalize

Manage

National Aeronautics and Space Administration

55




The Target Value is the number for a value-based activity
= Example: for 480 hours of an external activity, the target value =

= Leave this field blank if the activity is not measured numerically
Cloze
Add Activity - Develop people management skills
* = Required
Activity Type : External Activities (Activities Mot in the Catalog such as Academic
Courses, Conferences, and Seminars) E T Val f
*  Activity Mame : |Leadership Development Assignmernt | nter a arglet alue ror
* TargetDate : |gz02013 | a numen?a mea§ure
(MM YY) of completion (optional).
Priority : |3 - LOW (mprove skil SHMWM
Target Value : |450 |
(1000) You can set a
Stretch Value : [520 |~ —— Stretch Value for a
- — one numerical measure
\ for exceptional
performance.
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You have now completed the addition of an external
activity.

Goal Name «
¥ Develop people management skills

P Details
¥ Activities (1)

|

ue
L]

Name «

o
1

Leadership Development
Assignment

913012013

Target Date
9/30/2013

Tipe

Courses, Caonferences, and Seminars)

Friority

External Activities (Activities Mot in the Catalog such as Academic

Percent Toward Target

Priority

Status Target/

Stretch
MotStarted / 480/
0.00%
Current:

Remove
View/Add Notes | ]
Move Goal |
Edit |
Add Activity W
Remove
View ./ Add [x]
Motes
Edit
Update Activity
Status

Remember that external activities require submission of an SF-182 External Training Request.
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Let us quickly review:

You selected Create New Activity to create a non-SATERN-
based development activity

You entered the required development activity details required

by the IDP tool:

= Activity Name

= Target Date

You assigned the optional fields:

= Priority

= Target Value
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IDP Flow Chart

Goal Name

Target Rating

Target Date

Section ID

Development Activity

s

Activity Name

]
Target Date

Activity Name

Goal Name

Target Date

Goal Category

Section ID

Priority

Development Activity

Activity Name

Target Rating

Target Date

Target Date
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